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Job Title:

Counselling Coordinator
Job Location:
20 St. Ann’s Square, Manchester
Reporting to:

Counselling Service Manager 
Hours of Work:
21 hours per week – 3 – 4 days per week/21 hrs (Excl Weds)
Salary:
£16,010.16
PURPOSE OF JOB (as set out in the draft contract of employment and as from time to time)
a. To assist the Counselling Manager with all aspects of the day to day running of the Counselling Service, ensuring that clients are provided with a high quality, professional service appropriate to their needs.
b. To assist in the promotion and upkeep of the Counselling Service to clients and volunteer counsellors. 

c. To assist with the delivery of quality assurance systems and service monitoring. 

d. To work with other members of the team and to provide relief cover for other staff when required. 
e. To ensure the Age UK Manchester Counselling guidelines and the British Association for Counselling and Psychotherapy Ethical Framework for good Practice are adhered to.
f. To ensure that the Code of Conduct, Equal Opportunities, Health and Safety and other policies set out in the Employee Handbook are adhered to, as the apply to the service.
TASKS
a. To assist the Counselling Manager in the provision of a Counselling Service to older people and their carers via, initially, telephone and Age UK Manchester facilities, home visits and outreach.
b. To assist with service enquiries, initial client assessments, new referrals as and when required by the Counselling Manager.

c. Responsible for the ongoing administration duties within the Counselling Service including (but not limited to), booking assessments, client letters, volunteer files, client packs, volunteer inductions, DBS checks, monitoring counselling emails and any other administration as and when required by the Counselling Manager.
d. To assist with the recruitment and training/induction of volunteer counsellors and student placements, attending group and one-to-one supervision sessions. 

e. To be responsible for the maintenance of CharityLog monitoring and evaluation and case records and ensuring all volunteer counsellors are up to date with their administration.
f. To keep up to date on relevant changes in counselling theory and good practice, as they apply and affect older people and their carers.
g. To assist in the liaison with GPs, health professionals and outside agencies for the purpose of establishing close working links.
h. To answer overflow calls within Head Office for the advice service.
i. To update and establish new information regarding befriending and neighborhood groups that will enhance client social interaction.
j. To attend meetings such as the Counselling Network on a regular basis, where needed.
k. To undertake client assessments at the various centres, client’s homes and via the telephone.
l. To provide therapeutic counselling to three clients per week.
m. Drive the service forward
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